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Bsecutive 7 tno«A«r 19U9 

Management Of ftasr 

OCC Faper ©a "Central Sefereaee FtaiUtiM, statu* and Objectives" • 


U WfeU# tho Aesistaat Director for Collection and Msaeainatioa 
Inti not found it desirable to indie* to hie reaaona for preparing this 
subject paper, it oan bo assumed that this la hia method of replying 
to the Hungowtnt Staff proposal on abstracting and lnderlng, 

2* Thor of or*, it appear# that tho boat approach it a onyuyian 
between idaaa iaplied is the CCD paper and tba Management staff pro- 
peaal. Snob a sasparlsoa la attached aa Tab A* 

5« Cortain oostradioticma and omissions beoono apparent upon 
asalyaia of this paper* These are set forth in Tab B. 

4* An analysis of the comparison, particularly of points of 
difference, leads into recommendations for resolving this issue* 
Suggested JSsnagessent Staff r*oce:m«ndatiocs are attached aa fab C* 

5* It i* interesting to note that aubjeot paper was glvsa vide 
Internal CIA dissemination despite its last of status aa an offlolal 

CIA publication* • — — - — -***^ 

4» The ttnagssont Offioe does not a ttsrot to anntrr.i ^ar ati oaal 
natters, hewevsr, under tha proviaiaaa off [one of 

the prime functions of tha Management Stair la to bring to the attention 
of COAPS operational problems for their study and reoonm ended solution* 
Thio has boon accomplished in tho submittal of th* Management Staff pro- 
posal "Agency Activities Relating to Abstracting and Coding of Into 111 - 
S*aeo lafonaatioa together with a comparison of OCD paper "Central 
iaf erases Facilities , Status and Objectives and the Maaegaaent Staff 
original paper* 
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Attachments 1 3 
Tabs A, B* C 

001 COAPS 
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TAB A 


Comparison of OSD paper "Central Reference Facilities, Status and Objectives” 
with Management Staff Proposal on Abstracting and Indexing. 



A. Points of Agreement 

1* The la tell of ax System is the best system for handling library materials. 

2. OCD should laaiatain finder files for location of specific documents. 

S* The classification system should be tailored to the needs of the 
specialists within an over-all standard framework. 

4, Abstracting in substantive divisions will serve as a training vehicle. 
Coding further enhances the training endeavor. 

S* Technically difficult reports will be i mediately processed in sub- 
stantive divisions. 

6. Piles space will be saved by the In tell of ax System and by substantive 
divisions* participation in the abstracting and coding activity, providing 
duplicate tab-fax files are not maintained in the substantive divisions. 

7. Sxtension of classification and abstracting to substantive divisions 
should be achieved by "evolution not revolution”, 

8# Objectives of the Intel lofax System as set forth by OCD, providing 
the index and abstract files are merged. 

9. It is desirable to retain abstracts of cables, newspaper articles 
and other materials whloh are not indexed by OCD, but which are selected as 
important by CRH car 031 analysts. 

10. Then is no useful distinction in CIA between "classifying” and 
"coding" . It is one process generally referred to as "coding". 

11. It is not desirable to provide an exact count of documents received 
by CIA. 

12* It is uneconomical to index cable flow unless 070-031 specialist 
so indicates. 
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IS* It is not desirable to index every document but they should be retained 
end located through finder f ile s* 

14* Attack on the reference problem should be "two- pronged s nechsnical 
and substantive ’* « 

IS. The classification schema nust bo "adequate from the user 1 a st and- 
point" * 

IS* OCB should continue to write "table of contents " type abstracts for 
serial®* periodicals* bound bootee. 

17* "if we can’t assign a code number to what we want, then we can’t call 
on machines to deliver 
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3» Points of Disagreement 

1. Intellofax System application to Biographic and Industrial data- 

ILLEGIB 

} a, ifenacement Staff - Can be applied in same manner a a to library 

<• materials. 

b. OOP - Has no application. 

2* Number of files to be maintained. 

7 r 

a. Management Staff - there is only one file, the intellofax file. 


/ 


■ D , OOP • Two files should bo maintained and searched, index file 
prepared by OCD - abstract file prepared by intelligence specialists. 


c;> 


3. Primary purpose of intellofax files. 

a, Management Staff 
roaearohcr. 


purpose of files is to serve 0R3-O3I 

lb CK f-<- • t;i St '■ i ■' ' • 


b. OCD - Servigeshould be geared to I AC, all parts of CIA, with 

01113-031 on priority A* all other users. 

Need 

4. A ?or OHH analyst to retain carbon copies of abstracts he prepares* 

a, Management Staff - Tab-fax run will servo the some tmrposo . 

b, OCD - Specialist should maintain his own file for the preparation 
of summaries. 


5. Heed for more OCD personnel. 

a. Management Staff - OCD personnel oaa be reduced if they cease 
duplication of coding done by substantive divisions and if aats are 

typed in substantive divisions* r ' . 

/ 

b. OCD - More hands are needed in 0GD to type abstracts and to 
review coding of substantive divisions. 
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ILLEGIB 


6* Coding of all incoming intelligence information documents , 


&• Management Staff - Should be performed by 0RS-0S3L 

b. OCD - Should be performed in 0CD, t but, duplicate action talcing 
place in ORH-OST^ if abstracts are written. 

7* Determination of materials to be indexed. 


ILLEGIB 


a. Management Staff - Should be decided by QRl’—OSI. 

b. OCD - Should be decided by OCD. - !«*< * <<' ILLEGIB 

8* Review or amplification of codes supplied to abstracts by ORS-OSI . r 

a. Xtaageaent Staff - Review by substantive division chiefs. j, 'ILLEGIB 

\ 1 

b* 000 « Review by OCD. i 

D. The adequacy of the class if ioatiea scheme. 

a. Management Staff - It presently is not serving the needs of the 
specialists. In a few cases e.g*. Human Resources* 031. Medical. OSI, 

It was determined that the system could not serve the specialists needs* 

b. 0GD - "Scheme ... proved sufficiently elastic to encompass 


many unforeseen requirements." 

10. Typing of mats. 

a, Management Staff - Be done in producing office to eliminate 

' l 

duplicate typing. 


b. OCD - Be done in OCD to insure uniformity of typing and to permit 

review of coding. 

_ 

11. Technical classification. 

a. Management Staff - Should be aohieved by fine breakdown within 
an ovor-all aystom or if necessary a separata system, but should not be 
classified under two systems. 
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b* OCD - Technical materials should bo classified twice 
(1) the general system 
{2} the specialised system 
Maintenance of technical files* 




a. Management Staff - Should be ^maintained in OCD to permit,) IBM 
and facsimile servicing by machines located in OCD* 

b* OCD * Should be maintained manually by the specialist in his 


*? 


office. 


13* Mass data problem. 

a* Haumgament Staff - The same intellofax procedures can be employed 

n. 

in abstracting, coding and servicing biographic and industrial files. 

More specific and detailed clasni.fi cation will be required and these 
files should bo separately xaaintained in the OCn Library. 

b* OCD - "It does not n an seem likely that the Intellofax System 
could profitably be applied to their (sic.* biographic and industrial) 
problems** 
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QmmimiGTitm akd anas <m gob am n zk m. uou tii'i-jt 

1, (p, 1, para 2} index fil s started in April, 194$. — ** 
reports and certain unclassified dootaaeutft sent to the pool wore fully 
ooclod and abstracted beglraing in April 1948, but fax-circle vans sot 
prepare until installation of the "batch" procedure in October 194$* 

2, (p. 2, pars.. 3) ODD is not capable of abstracting, but hoe 

produced over 4,000 aba tracts, {p, 6) 

3. {p. 3, pera* 4) An artifieal separation of abstract ecu index 
files is safe, although iaUcrtioo is given that they are o:.t® intallnstoc 
file, (p* 8$ p . 22«) 

4, (p. 14, para 16} The classification achone is a a ted to be 
adequate, yet a long discussion is included so to viiy It is no; adeqga&ta 
in on© Particular instance, (pp. 29-30) 

5, (p. 19) Ho sent ion is rnde that 0GB nc loved eu rmey on 
infiejdng daily receipt of documents through procedures uasigns- and 
installed by the Hanae- meat Staff, i.e.» the "batch* procedure. 

6. (p, 22) Library, clearly, should rot prepare epucisllsed 
abo tracts, "such uork saast be done by the specialist* in the subject 
Batter,® yet, on p « 21 indie tic® is given that Li b r ory wilx in* .x all 
iomrsente. If they canH abstract, ban am they Index? 

7. (p, 28, pars, 34) Administrative Officer, 081 mx gestai that 
0SI typo its oen mat*, lanagoaont Officer concurred. 

8. (p, 28) Training typists to typo on ssatc is difficult, yet 
under HtaageneBt Staff guidance during installation of the "batch" pro- 
cedure, 0GD typist# sore fully tra rod within one wad:. 


ILLEGIB 
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9 . <p. 28) Racialists nogleei to specify general couos. Xi‘ the 

classification scheme is adequate, it should pornit general subject 
pulling from specific an trios. Also, {p. 2, par a. 3) tfao problem of 
provid i ng too such infonaa ion through too general coding i • box , forth, 
10, (p. 29, top) Abstracts will be of value only to specialists 

vriio prepare then, Who olse is Infer' ;sted? Lik'- apodal! "to think alike. 


not as aii eut&idsr, 

11, (p, 2, para. 3) i*h isrre number of entries llst^l in answer 
to specific roc?B#ats could stem ffrm poor indexing by OGD, 

12. (p. 13, para. 14) It is the eenr-idcred opinion of : .W that the 

number of researchers create the ntmbcr of cede olassificuti ns required 


ILLEGIB 


-HrEEGIB 


for proper inch sing. This opinion is in the sain in -Trar as research 
p rsoraiel belofgng to family groups all have fields of coasoa c no<am., 
i.o,,<®< 3 dleal personnel >;orld «oide utilize an interm ti mi l method of 
coding and classification. 

13. Ho mention is made that coding and abstracting by substantive 
divisions will bring into the eg ncy £!!•» materials now being ithheld 


ILLEGIB 


from OGD, 

14, Ho mention is soda of who should perform sbe'Umcting and coding 
accessary to aalntonanca of industrial and biographic files. I can be 
seemed that OCD fool® they should continue with these activities* 
I3anagrae»t Raff questions the technical ability of UCD t o p-tripew this 
service. 
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X» Tim Icbeliofax agroiee he laplenentod aid ospanded ho serve 
CIA reference needs. 

2 . Iniollofax files be located, maintained and eerviood within CCD. 

3, Abstracts of docusiosita be prepared by all £RE**0SJ specialists 
foa? incorporttt.i<m into intollofax files. 

4* fte CfUHKSX Division having urinary interest in a doaiaegt be 
assigned tho additional taake of* 

a. Selecting those documents to be indexed. 



b* Su pJylae coda numbers for a large group of document® which 
vill be indexed, but not- abstracted. 

e. Reviewing codas assigned to do© uaonia abstract Vi and indexed, 
5* Tim classification ueheoe be tailored, wh rs possible, to fit the 


specific needs of all intel 7 igeisoe- researchers an.:' subsequently be 
exclusively used throughout CIA for the ar-anizctlen of rdf ranee imieriale, 
Wx re the general eeheae cannot be used, Bub^claselflcotion oohenea, 
integrated into the general pehene, be developed jointly by CRS-OSI ani OCD. 

6, 2ha Intellofex eye tor m applied to biagraridc and industrial 


data nithin the fTaaeuaric of a sab^olaaoifieation schstas set forth in 
para, 5 above, — ' 


ILLEGIB 


?. Only me intellofax file, coaaoos od of index and ab.; .rect cards. 
be maintained for general -ef trance use. 


8. Scpnx-ave technical : ntellofex files be sein:ain:sd for specific 
indexing of blograghlc, in hr*, trial, nodical and possibly other specialised 


scientific data. 
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9 , OCD provide direct service to ail IAC sad CIA users of tho 
general reference intellofax file. Bequests for speoi»Ht*4 information 
fro® technical files bo note through appropriate production office 
specialists* 

10* Ac the Intel lof ax file change* to refloat the needs of the GRE-CSI 
specialists, manual reference file* maintained by these specialists bo 
eliminated* 

11 , fha staffs of the production offices bo augneuted, as coed indicates, 
to perform the additional duties indicated in the above reoomraendatione. 

12 . typing of the sultilith cate be accomplished in the production 
office*, with OCD providing direction for reproduction, punching, and 
tabulating of the tab-cards* 

IJ, the procedural ohanget inherent in these reocBanendation# be 
accomplished gradually during the calendar year 1950 to minimise dis- 
ruption to the intelligence effort. So notion be taken on biographio 
and industrial data until the general materials are fully assimilated into 
the new procedures, 

Ik, the AB/OCD, AD/ges* ad/ 0SI, and Management Officer saoh appoint a 
s taf f member to serve on a team whioh mill devote full-time, if necessary, 
to develop and to supervise installation of new procedures inherent la 
these recommendations* 
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